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IFAS 71 DEPARTMENTAL ACCOUNTS PAYABLE USER GUIDE

IFAS 7i Accounts Payable Procedures

Overview

Introduction The following information explains how to approve, modify, and reject
Accounts Payable invoices using the IFAS Insight Work Flow Task List.

In this chapter  This chapter contains the following topics.

Topic See Page
Guidelines for Accounts Payable Invoices 2
Approve an Invoice S
Modify an Invoice 11
Reject an Invoice 20
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Guidelines for IFAS 7i Accounts Payable Invoices

Introduction The following guidelines contain added information for the IFAS 7i Accounts
Payable module for approving invoices.

Comments Accounts Payable requires that you add the reason for a rejected invoice in
required the Comments window.
Comments Any comments entered will always remain with the invoice. Please keep

comments appropriate. You cannot change comments once you press the
Submit button, and anyone who opens the invoice can see the comments.

Approve or You can approve or reject invoices individually or by a group. You can
reject invoices  approve or reject by group by the following group titles.

¢ All Pending Tasks

e Security Code

e Set ID
e Vendor
Warning If there are any problems with the invoice information you entered, the
messages program displays a message in the Status Message bar. Press Enter to
continue.

Red X messages If you receive a red X message with system code in the message, read and
press the Esc button. This should make the screen available again. If not, you
must exit the screen you are working on, go back to the IFAS tree, and click
the icon to launch the module again. None of the previous information you
entered is saved.

Continued on next page
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Guidelines for IFAS 7i Accounts Payable Invoices, Continued

To view invoice
images

Task list items
awaiting
processing

Workflow
routing

Deleting
invoices

Rejecting
invoices

Workflow
replaces
APOHAPAP

You must change the Preferences settings to view invoice images in the

Attachments tab in the sidebar and the bottom of the Task List window. Use

the Options icon in the APOHCSHD window and then, choose the Settings

menu option from the drop-down menu to make preference changes. The

following information shows how you must setup each tab in the Settings

menu option.

e Ledgers tab — choose the GL or JL ledger

e Preferences tab — choose the Upon Request option in the Show Attachments
field to view attachments in the Attachments tab in the sidebar menu

e Advanced tab — leave all fields blank

e Screen Specific tab — in the Workflow Task List field, Enable should
already be set

Note: You must leave all other fields in the tabs blank.

The Task List Items Awaiting Processing option in the sidebar allows you to
choose between the APOH version and the Purchase Requisition version of
the program depending on the task you need to work.

The program sends the invoice back to the previous approver if the invoice is
rejected.

Only the Auditor’s Accounts Payable department can delete an invoice.
Department approvers must reject an invoice that requires deletion. You can
notify Accounts Payable department to delete an invoice in the Comments
window.

You must never reject your own changes.

You must now approve all AP invoices using Workflow. You must no longer
use the APOHAPAP mask.

Continued on next page
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Guidelines for IFAS 7i Accounts Payable Invoices, Continued

PO line item You must confirm that invoice payments are made to the correct purchase
payments requisition number and line item number on the Misc tab.

Full or partial ~ You must confirm that the full or partial option is correct for the invoice
invoices payment on the Main tab.

Purchasing Refer to the Purchasing Manual located on the Harris County Intranet for
guidelines detailed information.
http://www.hctx.net/CmpDocuments/33/Documents/PurchasingManual.pdf

Receiving Receiving is not required for invoice processing. However, receiving provides
accurate information that aids the IFAS system in applying the correct status
to the purchase order and invoice process, such as automatic full or partial
status to the purchase order.

IFAS 7i Accounts Payable Procedures October 15, 2009 4


http://www.hctx.net/CmpDocuments/33/Documents/PurchasingManual.pdf

IFAS 71 DEPARTMENTAL ACCOUNTS PAYABLE USER GUIDE

Approve an Invoice

Introduction

The following information explains how to approve an Accounts Payable

invoice using the IFAS Insight Work Flow Task List.

Approve
invoice

Use the following steps to approve an Accounts Payable invoice.

Step

Action

1

Log into IFAS. The following screen opens.

€ |nsight- Hatris Courty Deviest- [Edp

(§ File Edit View Window Help

s
18| x|

& wcis| ®lel|

2] |

Insight

£

=3 IFAS

w- (@ AP: Accounts Payable
(@ AR: Accounts Receivable
@ (@ BD: Budget ltem Detail
@l Cs: Client Specific

w-{@l EN:Encumbrances

(@ FA: Fixed Assets

w- (@ GL: General Ledger

@ GM: Grants Management
(@ PE: PersoniEntity Data Base
(@ PO: Purchasing

w- (@ Sl Storesfinventory
@-{fl TD: TRIAD Modules
w-(f WF: Waork Flow

73k CDD Reports

Ready

[ovR | Y

Continued on next page
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Approve an Invoice, Continued

Approve invoice (continued)

Step Action
2 Click the <+> beside the WF: Work Flow icon. The following

screen shows the expanded list.
Explarer] =lolx]

€ Insight- Harris County Devtest- [Expl
(§ File Edit View Window Help = x|

& [ealsl ®(e| | = | |

To which system does this request relate?

=3¢ IFAS [ =
(@ AP: Accounts Payable @

i @ AR: Accounts Receivahle Accounts
(@ BD: Budget Item Detail Payahle

- m(@ cs: Client Specific
- @@ EN:Encumbrances
(@ FA Fixed Assets Accounts
i (@ oL General Ledger Receivable
i @ GM: Grants Management
@ PE: PersoniEntity Data Base
- @@ PO:Purchasing

& : &
|

Budget ltem
@@ Sl Storesfinventory Detail
(@ TD:TRIAD Modules
=@ WF:Work Flow |
} Bl TA: Work Flow Task List i
. CDD Repotts % : -
Ready | [ fovr | 4

3 Click the <+> beside the TA: Work Flow Task L.ist icon to
launch the Login window. The following window opens.

W &0 @FasETechlognPage | || 5 - B) < - Page - [ - il
=y
IFAS User: ||
IFAS Password: I
% Login
PHelp

Continued on next page
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Approve an Invoice, Continued

Approve invoice (continued)

Step Action
4 Enter your regular IFAS user ID and password and click the
Login icon. The Task List window opens.

| Log Out Show Role Tasks Set Out Of Office
” Task List Items Awaiting Processing - 1D Assigjgs

Model/Version:  APOH Approvals -4 i User ID Name RoLe

< 0 ] » JDoe  Doe, John
venaor : SUNGARD Bl-1ELH Claims Processor 11 ap Claims Processor 11
Set Vendor Invoice Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levi
B 5001700 232813553 MS% Claims Processor 11 ap Claims Processor 11

Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levi
= Setd : OH001730 Info Tech Final Level ap Info Tech Ctr Final Le
] Vendor : SUNGARD BI-TECH Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levy

ek Vendor Invoice Info Tech Ctr Final Level ap Info Tech Ctr Final Le
0 OH001730 232813553 OH008741

——— T Sy
] Vendor : SUNGARD BI-TECH

Update CSHD Invoice

m

Set Vendor Invoice
]| OH001739 232813553 00839569 Securicy Codefils 1252
Invoice Number = OH008852 Batch ID = OH001829
"] Set Id : OH001774 Invoice Total§ = 9.00
= Entry Date = 3/16/2009
-] Vendor : SUNGARD BI-TECH | B vavie

Set Vendor Invoice PICKUP EQUIPMENT INC
] OH001774 232813553 OH008788

Quantity Description Account (s)
"] Set Id : OH001829
]

Vendor : PICKUP EQUIPMENT 3.00 PACK RAT DRAWER UNIT - PART #W 55229229-6208(|
! St Vendor Inoice
B oo Tezees ohoosssz 1| T
RS Al Tase  Tyre DescripTion Paces CREATED DociD _

N

| (1] <« | mn »

Note: The Task List window shows the invoice history and
summary. Click the invoice link in the Attachments frame to view
an image of the invoice.

5 Choose the APOH Approval option from the drop-down menu in
the Model/Version field in the sidebar to access the Accounts
Payable invoices.

Continued on next page
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Approve an Invoice, Continued

Approve invoice (continued)

Step Action
6 Double-click an invoice number to view a specific invoice.

Log Out Show Role Tasks Set Out Of Office

Task List ltems Awaiting Processing - ID Assignments
User ID Name RoLe DaT

Model/Version: [APOH Approvals - 4 | JDoe Doe, John & 9/3/2009 7: 1
ap Claims Processor 11 ap Claims Processor 11 e 9/3/2009 7:9
ap Info Tech Ctr 1st Level ap Info Tech Ctr 1st Level e 9/4/2009 9: 4

L4

B All Pending Tasks ap Info Tech Ctr 1st Level ap Info Tech Ctr 1st Level X % @ 9/16/2009 94

B Setld: OH001477 TBA ap Info Tech Ctr Final Level Future Task

u Security Code : 292

o Vendor : SUNGARD BI-TECH . Summay |
Invoice Total and System Total do not match

Set Vendor Invoice
Update CSHD Invoice

12 OH001477 232813553 OHO08443

Security Code = 292
s KXY Invoice Nuwber = OHO0B443 Batch ID = OHOO1477

User Invoice Total§ = 0.11  System Invoice Total§ = 0.40
Entry Date = 9/3/2008

Vendor = 232813553-SUNGARD BI-TECH INC

Quantity Description Account (s)

0.10 ADDENDUM FOR REMAINING FUNDS F 39629281-630900  /9980702R40-8184000|

Attachments
«

Note: This view also allows you to take action and view the
approval history.
7 Review the invoice.

Continued on next page
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Approve an Invoice, Continued

Approve invoice (continued)

Step

Action

8

Click the box beside the invoice you want to approve. You can
approve or reject invoices individually or by group. Then, click the
Green Check in the Sidebar to approve the invoice. The
Comments window opens.
Log Out Show Role Tasks Set Out Of Office

Model/Version:  APOH Approvals -4 o User ID Name RoLe
< m ] 5 JDoe Doe, John
Claims Processor 11 ap Claims Processor 11
Info Tech Ctr st Level 3p Info Tech Ctr 1st Lev

ap Claims Processor 11

ap Info Tech Ctr 1st Lews
ap Info Tech Ctr Final Le
ap Info Tech Ctr 1st Lews

ap Info Tech Ctr Final Le

Claims Processor 11
Info Tech Ctr 1st Level
Info Tech Ctr Final Level
Info Tech Ctr 1st Level
Info Tech Ctr Final Level

m

Update CSHD Invoice

Security Code = 292
Invoice Number = OH008852 Batch ID = OH001829
Invoice Total§ = 9.00
Entry Date = 3/16/2009

Vendor 742268666
PICKUP EQUIPMENT INC
Account (s)

Quantity Description

3.00 PACK RAT DRAWER UNIT - PART #W 55229229-6208(

Limit comments to 255 characters

(Swmiz]  [Samcel] [ hachmes B
TasLe  Type DescrirTion Paces CrEATED DociD _
< o | »

[ @ Internet | Protected Mode: On #®100% v

Note: Any comments entered at this time will always remain with
the invoice. Please keep comments appropriate. Anyone who
opens the invoice can see the comments and comments cannot be
changed.

Continued on next page
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Approve an Invoice, Continued

Approve invoice (continued)

Step Action
9 Enter text in the Comments window and click the Submit button
to complete the procedure. The Successfully Processed 1

Approval Request message appears in the Status Message
bar.

Log Out Show Role Tasks Set Out Of Office . Successfully Processed 2 Approval Request(s).

Task List ltems Awaiting Processing - ID Assignme|
User ID Name RoLe

JDoe Doe, John e
ap Claims Processor 11 ap Claims Processor 11 e
ap Info Tech Ctr 1st Level ap Info Tech Ctr 1st Level  «

v

B All Pending Tasks ap Info Tech Ctr 1st Level ap Info Tech Ctr 1st Level
B Setld : OH0D1477 TBA ap Info Tech Ctr Final Level

| Security 1292
] Vendor : SUNGARD BITECH A S S R

ModelVersion: IAPOH Approvals - 4 =
d | _'I—I

Set Vendor Invoice Invoice Total and System Total do not mat

Update CSHD Invoice

[~ OHOD1477 232813553 OHO08443 Update CSHD Invoice
Security Code = 292

LA Invoice Number = OHO08443 Batch ID = OHOD1477

User Invoice Total§ = 0.11 System Invoice Total
Entry Date = 9/3/2009
Vendor = 232813553-SUNGARD BI-TECH INC
Quantity Description Account (s)

0.10 ADDENDUM FOR REMAINING FUNDS F 39629281-63090+

Attachments

-
-
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Modify an Invoice

Introduction The following information explains how to modify an Accounts Payable
invoice using the IFAS Insight Work Flow Task List.

Warning If there are any problems with the invoice information you entered, the
messages program displays a message in the Status Message bar. Press Enter to
continue.

Red X messages I you receive a red X message, read the message and press the Esc button.
This should make the screen available again. If not, you must exit the screen
you are working on, go back to the IFAS tree, and launch the module again. If
this situation occurs, none of the previous information you entered is saved.

Modify invoice  Use the following steps to modify an invoice.

Step

Action

1

€ |nsight- Harris County Devtest- |
i File Edit “iew Window Help

Log into IFAS. The following screen opens.

=lofx]
=18] x|

& el %o

Insight

23R IFAS

(@ AP: Accounts Payahle
@=-(f AR: Accounts Receivable
w- (@ BD:Budget ltem Detail
w-{@l CS: Client Specific

(@ EN:Encumbrances

(@ FA Fixed Assets

(@ GL: General Ledger

@ GM: Grants Management
(@ PE: Person/Entity Data Base
(@ PO: Purchasing

w-(@l Sl Storesiinventary
@@ TD: TRIAD Modules

(@ WF: Work Flow

& CDD Reports

Ready

| | [ovR | /

Continued on next page
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Modify an Invoice, Continued

Modify invoice (continued)

Step Action
2 Click the <+> beside the WF: Work Flow icon. The following

screen shows the expanded list.
Explarer] =lolx]

€ Insight- Harris County Devtest- [Expl
(§ File Edit View Window Help = x|

& [ealsl ®(e| | = | |

To which system does this request relate?

=3¢ IFAS [ =
(@ AP: Accounts Payable @

i @ AR: Accounts Receivahle Accounts
(@ BD: Budget Item Detail Payahle

- m(@ cs: Client Specific
- @@ EN:Encumbrances
(@ FA Fixed Assets Accounts
i (@ oL General Ledger Receivable
i @ GM: Grants Management
@ PE: PersoniEntity Data Base
- @@ PO:Purchasing

& : &
|

Budget ltem
@@ Sl Storesfinventory Detail
(@ TD:TRIAD Modules
=@ WF:Work Flow |
} Bl TA: Work Flow Task List i
. CDD Repotts % : -
Ready | [ fovr | 4

3 Click the <+> beside the TA: Work Flow Task L.ist icon to
launch the Login window. The following window opens.

W &0 @FasETechlognPage | || 5 - B) < - Page - [ - il
=y
IFAS User: ||
IFAS Password: I
% Login
PHelp

Continued on next page
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Modify an Invoice, Continued

Modify invoice (continued)

Step Action
4 Enter your regular IFAS user ID and password and click the
Login icon. The Task List window opens.

| Log Out Show Role Tasks Set Out Of Office
” Task List Items Awaiting Processing - 1D Assigjgs

Model/Version:  APOH Approvals -4 i User ID Name RoLe

< 0 ] » JDoe  Doe, John
venaor : SUNGARD Bl-1ELH Claims Processor 11 ap Claims Processor 11
Set Vendor Invoice Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levi
B 5001700 232813553 MS% Claims Processor 11 ap Claims Processor 11

Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levi
= Setd : OH001730 Info Tech Final Level ap Info Tech Ctr Final Le
] Vendor : SUNGARD BI-TECH Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levy

ek Vendor Invoice Info Tech Ctr Final Level ap Info Tech Ctr Final Le
0 OH001730 232813553 OH008741

——— T Sy
] Vendor : SUNGARD BI-TECH

Update CSHD Invoice

m

Set Vendor Invoice
]| OH001739 232813553 00839569 Securicy Codefils 1252
Invoice Number = OH008852 Batch ID = OH001829
"] Set Id : OH001774 Invoice Total§ = 9.00
= Entry Date = 3/16/2009
-] Vendor : SUNGARD BI-TECH | B vavie

Set Vendor Invoice PICKUP EQUIPMENT INC
] OH001774 232813553 OH008788

Quantity Description Account (s)
"] Set Id : OH001829
]

Vendor : PICKUP EQUIPMENT 3.00 PACK RAT DRAWER UNIT - PART #W 55229229-6208(|
! St Vendor Inoice
B oo Tezees ohoosssz 1| T
RS Al Tase  Tyre DescripTion Paces CREATED DociD _

N

| (1] <« | mn »

Note: The Task List window shows the invoice history and
summary. Click the invoice link in the Attachments frame to view
an image of the invoice.

5 Choose the APOH Approval option from the drop-down menu in
the Model/Version field in the sidebar to access the Accounts
Payable invoices.

Continued on next page
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Modify an Invoice, Continued

Modify invoice (continued)

Step Action
6 Double-click an invoice number to view a specific invoice.

Log Out Show Role Tasks Set Out Of Office

Task List ltems Awaiting Processing - ID Assignments
User ID Name RoLe DaT

Model/Version: [APOH Approvals - 4 | JDoe Doe, John & 9/3/2009 7: 1
ap Claims Processor 11 ap Claims Processor 11 e 9/3/2009 7:9
ap Info Tech Ctr 1st Level ap Info Tech Ctr 1st Level e 9/4/2009 9: 4

L4

B All Pending Tasks ap Info Tech Ctr 1st Level ap Info Tech Ctr 1st Level X % @ 9/16/2009 94

B Setld: OH001477 TBA ap Info Tech Ctr Final Level Future Task

u Security Code : 292

o Vendor : SUNGARD BI-TECH . Summay |
Invoice Total and System Total do not match

Set Vendor Invoice
Update CSHD Invoice

12 OH001477 232813553 OHO08443

Security Code = 292
s KXY Invoice Nuwber = OHO0B443 Batch ID = OHOO1477

User Invoice Total§ = 0.11  System Invoice Total§ = 0.40
Entry Date = 9/3/2008

Vendor = 232813553-SUNGARD BI-TECH INC

Quantity Description Account (s)

0.10 ADDENDUM FOR REMAINING FUNDS F 39629281-630900  /9980702R40-8184000|

Attachments
«

Note: This view also allows you to take action and view the
approval history.
7 Review the invoice.

Continued on next page
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Modify an Invoice, Continued

Modify invoice (continued)

Step

Action

8

Click the Update CSHD Invoice link to change invoice
information. The program opens t the APOHCSHD window.

e —

6 APOHUPAP - Approval Invoice Update - SunGard Bi-Tech - HFS -

QO- @

w o IQAPOHUPAP-Appmal Invoice Update - SunGard...

43| % [ vanoo! search

iR B v @ - [hPage v B v G Tooks

[ Invoice

Invoice Detail

Aftachments —_—
Invoice: OHOOE705 . l Addr Cd: FP.

Workflow

Vendor ID: 232813553
Tools

Invoice Date: 01/07/2009 . SUNGARD BITECH INC

Reports
Entity List 5

User Invoice Total: System Invoice Total:

Invoice Details invoice Text ddress
[Main s

39629281 '630900 J'L .9980702R40 818A0000 .

Securty Code: 292 [f] 10.00 1000
BATCHID 'VENDOR ID IN'
OHO001704 232813553 O

Account Number: H

Description: ADDENDUM FOR REMAINING FUNDS F Quantty: 10

PO# P06984S . PIF: p. Unit Price: 1.00

Due Date: oz/os/zoosi Relate To: l H Tax 1 0.00

Received Date: Div: GEN Tax2 0.00

AuthorizedDate: | Misc.: l Charge: 0.00

Second Ref: 1 Duty: 0.00

Product D: Disc.Terms:  0,0000

Bank ID: CD . CheckNo: | | SepCheck Extended Amount |

< » Wy Record 1of1 =

Continued on next page
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Modify an Invoice, Continued

Modify invoice (continued)

Step

Action

9

Change any of the following optional fields in the Main tab.

e Quantity (enter quantity)

e PO Number (if you change this field, you must also change the
PR number on the MISC tab and verify the PR item number)

¢ P/F (enter P for partial payment or F for full)

¢ Unit Price (enter amount)

e Account Number (change account code if needed, if you change
this field, you must verify the PR line item in the PR# field in the
MISC tab)

—Org Key

— Object Code
—JL Key
—JL Object

Note: Hold the cursor over the account coding to view a definition
of the coding.

Note: If the user invoice total doesn’t equal the system invoice
total, you can still approve it.

Continued on next page
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Modify an Invoice, Continued

Modify invoice (continued)

Step Action

10 | Click the MISC tab to change any of the following optional fields.

& APOHUPAP - Approval Invoice Update - SunGard Bi-Tech - HFS - Windows Internet Explorer

o[E] R

@O- @

4] x | [ vahao! search |

v B v o v [hPagev E v & Tools v

w o 'QAPOHUPAP-AppmaIInvoi(e Updata-SunGard“.ii\

Workflow

Attachments —_—
1 Invoice: OH008705 .
Tools

< i,
| Invoice Detail

Vendor ID: 232813553

Invoice Date: 01/07/2009 l | suncarp BLTECH INC

B agerce =2
]

Reports
Entity List

BATCHID  VENDOR ID

Security Code: 292 l

Wain

Transaction Format: N'B.

Refund Type: 7.
Former BankD: ]

Ll invoice Details I
OH001704 232813553 OHI(

User Invoice Total:

10.00

Vendor Account: (713) 755-1248

Bid: 97/0323

Contract: 97/0323

0.00

System Invoice Total: 10.00

PR# R152268

PREem# 0001

Record Number: | - |

Record Status: f‘

Retail Amount:
Status: DS. Posting Code: |-
» By

‘l ‘E

Invoice Total:

10.00

Record10f1 <

¢ PR # (edit PR number if needed)
e PR Item # (edit item number if needed)

Continued on next page
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Modify an Invoice, Continued

Modify invoice (continued)

Step

Action

11

Click the Invoice Text tab and enter text in the blank field to enter
notes if needed.

& APOHUPAP - Approval Invoice Update - SunGard Bi-Tech - HFS - Windows Intemet Explorer =@ %]
SeMD «[49] % | Yt Searc o

W }gAPOHUPAP-Appmvallnvoi(eUpdate-SunGard“.ii] v B v @ v [hPagev E v & Tooks v

R Record1of1 =

¢
b Invoice |

o, [ invoice Detail

Attachments e e e =
Invoice: OHO08705 . Vendor ID: 232813553 . Addr Cd: FP.
Tools =iy

Invoice Date: O.:I./O7/2009 . ‘SUNGARD BILTECH illC

Reports =
Entity List s Security Code: 292 l Userinvoice Totak~ 10.00  System lnvoice Totak: 10,00

BATCHID _VENDOR ID IN vol | Invoice Text Address

OH001704 232813553 OH(

‘l ‘E

Note: The program does not allow you to save the record from the
Invoice Text tab.

Continued on next page
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Modify an Invoice, Continued

Modify invoice (continued)

Step Action
12 | Click the Invoice Details tab to go back and save the record.

13 | Press Enter to save the record. The Record Accepted message
momentarily appears in the Status Message bar.

Note: If you are notified of any errors, see the sub-topics at the
beginning of this procedure titled Warning Messages and Red X
Messages for more information.

14 | Click the X at the right of the window to exit the APOHCSHD
window. The program returns to the Task List window.

Note: The program does not display the changes in this window.

Click the Refresh button 7 to view the changes.
15 | Go to the previous section titled Approve an Invoice to approve
this invoice and complete this procedure.
16 | Attimes it is necessary for the Department AP Clerk to add a new
line item. This requires a two step process: create a new line item
and update a line item.
e At the Invoice Details Main Tab, click on the icon that
resembles the piece of paper at the bottom of the screen.
e Complete the following fields
e Account Coding
e Quantity
o PO#
e P/F
e Unit Price
¢ On the Invoice Details Misc. tab, complete the PR# and PR
Item #.
e Press Enter.
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Reject an Invoice

Introduction

invoice using the IFAS Insight Work Flow Task List.

The following information explains how to reject an Accounts Payable

Deleting
invoices

Only the Auditor’s Accounts Payable department can delete an invoice.
Department approvers must reject an invoice that requires deletion. You can

notify the Accounts Payable department to delete an invoice in the Comments

window.

Rejecting
invoices

You must never reject your own changes.

Reject invoice

Use the following steps to reject an invoice.

Step

Action

1

Log into IFAS. The following screen opens.

€ Insight- Harris County De £
i File Edit View Window Help

=lofx]|
=18 x|

&t Cll=| &(e |

2] |

&

Insight

=3 IFAS

m- (@ AP: Accounts Payable
(@ AR:Accounts Receivable
w-(fl BD: Budget ltem Detail
(@ Cs: Client Specific

w-{@l EN:Encumbrances

(@ FA: Fixed Assets

w- (@ GL: General Ledger

@ GM: Grants Management
(@ PE: PersoniEntity Data Base
(@ PO: Purchasing

w- (@ Sl Storesfinventory

(@ TD: TRIAD Modules
w-{f WF: Work Flow

-3 CDD Reports

Ready

| [ovR | Y,

Continued on next page
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Reject an Invoice, Continued

Reject invoice (continued)

Step Action
2 Click the <+> beside the WF: Work Flow icon. The following

screen shows the expanded list.
Explarer] =lolx]

€ Insight- Harris County Devtest- [Expl
(§ File Edit View Window Help = x|

& [ealsl ®(e| | = | |

To which system does this request relate?

=3¢ IFAS [ =
(@ AP: Accounts Payable @

i @ AR: Accounts Receivahle Accounts
(@ BD: Budget Item Detail Payahle

- m(@ cs: Client Specific
- @@ EN:Encumbrances
(@ FA Fixed Assets Accounts
i (@ oL General Ledger Receivable
i @ GM: Grants Management
@ PE: PersoniEntity Data Base
- @@ PO:Purchasing

& : &
|

Budget ltem
@@ Sl Storesfinventory Detail
(@ TD:TRIAD Modules
=@ WF:Work Flow |
} Bl TA: Work Flow Task List i
. CDD Repotts % : -
Ready | [ fovr | 4

3 Click the <+> beside the TA: Work Flow Task List icon to
launch the Login window. The following window opens.

W &0 @FasETechlognPage | || 5 - B) < - Page - [ - il
=y
IFAS User: ||
IFAS Password: I
% Login
PHelp

Continued on next page
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Reject an Invoice, Continued

Reject invoice (continued)

Step Action
4 Enter your regular IFAS user ID and password and click the
Login icon. The Task List window opens.

| Log Out Show Role Tasks Set Out Of Office
” Task List Items Awaiting Processing - 1D Assigjgs

Model/Version:  APOH Approvals -4 i User ID Name RoLe

< 0 ] » JDoe  Doe, John
venaor : SUNGARD Bl-1ELH Claims Processor 11 ap Claims Processor 11
Set Vendor Invoice Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levi
B 5001700 232813553 MS% Claims Processor 11 ap Claims Processor 11

Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levi
= Setd : OH001730 Info Tech Final Level ap Info Tech Ctr Final Le
] Vendor : SUNGARD BI-TECH Info Tech Ctr 1st Level ap Info Tech Ctr 1st Levy

ek Vendor Invoice Info Tech Ctr Final Level ap Info Tech Ctr Final Le
0 OH001730 232813553 OH008741

——— T Sy
] Vendor : SUNGARD BI-TECH

Update CSHD Invoice

m

Set Vendor Invoice
]| OH001739 232813553 00839569 Securicy Codefils 1252
Invoice Number = OH008852 Batch ID = OH001829
"] Set Id : OH001774 Invoice Total§ = 9.00
= Entry Date = 3/16/2009
-] Vendor : SUNGARD BI-TECH | B vavie

Set Vendor Invoice PICKUP EQUIPMENT INC
] OH001774 232813553 OH008788

Quantity Description Account (s)
"] Set Id : OH001829
]

Vendor : PICKUP EQUIPMENT 3.00 PACK RAT DRAWER UNIT - PART #W 55229229-6208(|
! St Vendor Inoice
B oo Tezees ohoosssz 1| T
RS Al Tase  Tyre DescripTion Paces CREATED DociD _

N

| (1] <« | mn »

Note: The Task List window shows the invoice history and
summary. Click the invoice link in the Attachments frame to view
an image of the invoice.

5 Choose the APOH Approval option from the drop-down menu in
the Model/Version field in the sidebar to access the Accounts
Payable invoices.

Continued on next page
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Reject an Invoice, Continued

Reject invoice (continued)

Step Action
6 Double-click an invoice number to view a specific invoice.

Log Out Show Role Tasks Set Out Of Office

Task List ltems Awaiting Processing - ID Assignments
User ID Name RoLe DaT

Model/Version: [APOH Approvals - 4 | JDoe Doe, John & 9/3/2009 7: 1
ap Claims Processor 11 ap Claims Processor 11 e 9/3/2009 7:9
ap Info Tech Ctr 1st Level ap Info Tech Ctr 1st Level e 9/4/2009 9: 4

L4

B All Pending Tasks ap Info Tech Ctr 1st Level ap Info Tech Ctr 1st Level X % @ 9/16/2009 94

B Setld: OH001477 TBA ap Info Tech Ctr Final Level Future Task

u Security Code : 292

o Vendor : SUNGARD BI-TECH . Summay |
Invoice Total and System Total do not match

Set Vendor Invoice
Update CSHD Invoice

12 OH001477 232813553 OHO08443

Security Code = 292
s KXY Invoice Nuwber = OHO0B443 Batch ID = OHOO1477

User Invoice Total§ = 0.11  System Invoice Total§ = 0.40
Entry Date = 9/3/2008

Vendor = 232813553-SUNGARD BI-TECH INC

Quantity Description Account (s)

0.10 ADDENDUM FOR REMAINING FUNDS F 39629281-630900  /9980702R40-8184000|

Attachments
«

Note: This view also allows you to take action and view the
approval history.
7 Review the invoice.

Continued on next page
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Reject an Invoice, Continued

Reject invoice (continued)

Step

Action

8

Click the box beside the invoice you want to reject. You can
approve or reject invoices individually or by group. Then, click the
Red X in the Sidebar to reject the invoice. The Comments
window opens.

Log Out Show Role Tasks
Task List ltems Awaiting Processing - ID Assiglgs

Set Out Of Office
.
User ID Name RoLe

JDoe Doe, John

Claims Processor 11

Info Tech Ctr 1st Level

Claims Processor 11

Info Tech Ctr 1st Level

Info Tech Ctr Final Level

Info Tech Ctr 1st Level

Info Tech Ctr Final Level

Model/Version: APOH Approvals -4

< " ] »

4 [m)

ap Claims Processor 11
ap Info Tech Ctr 1st Lews
ap Claims Processor 11
ap Info Tech Ctr 1st Lews
ap Info Tech Ctr Final Le
ap Info Tech Ctr 1st Lews

ap Info Tech Ctr Final Le

m

Update CSHD Invoice

Security Code = 292

Invoice Number = OH008852 Batch ID = OH001829
Invoice Total§ = 9.00

Entry Date = 3/16/2009

Vendor 742268666
PICKUP EQUIPMENT INC
Account (s)

Quantity Description

3.00 PACK RAT DRAWER UNIT - PART #W 55229229-6208(

Limit comments to 255 characters

 submic | [ cance1 |

[ acwes R

TasLe  Type DescrirTion Paces CrEATED DociD _

< o | »

[ @ Internet | Protected Mode: On #®100% v

Note: Any comments entered at this time will always remain with
the invoice. Please keep comments appropriate. Anyone who
opens the invoice can see the comments and they cannot be
changed.

Continued on next page

IFAS 7i Accounts Payable Procedures

October 15, 2009 24




IFAS 71 DEPARTMENTAL ACCOUNTS PAYABLE USER GUIDE

Reject an Invoice, Continued

Reject invoice (continued)

Step Action

9 Enter text in the Comments window and click the Submit button
to complete the procedure. Accounts Payable requires that you add
the reason for the rejection in the Comments window. The
Successfully Processed 1 Rejection Request message

appears in the Status Message bar.

Set Out Of Office

Show Role Tasks +~ Successfully Processed 1 Rejection Request(s).

Log Out

ModelVersion: |APOH Approvals -4 =
<« | B

e ] et e el el 76~
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